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PRV – UPDATING PROVIDER MANUALS 

Purpose:   

a. The purpose of updating the provider manuals is to provide the most current 
policies and procedures for participation in the Iowa Medicaid program by 
publishing updates on the Department of Human Services (DHS) website.  
Provider Services is responsible for setting a schedule for updating the manuals 
at least once every quarter.  IME Bureau Chiefs will designate a specific Policy 
staff member to be the conduit for these scheduled updates. This schedule will 
be staggered throughout the quarter so that all of the manuals are not being 
reviewed at the same time.  The schedule will also balance the number of 
manuals per Policy staff member and IME Bureau Chief that will provide 
approval. Policy staff will complete approval for administrative rule changes, form 
changes, and informational letters which require a change to provider manuals 
and will email the changes to the Manuals Coordinator to be placed in the folder 
titled Provider Manual Quarterly Review in the PROVSRV on DHSIME share 
drive. 

Identification of Roles:   

Provider Services Manuals Coordinator (MC) 
Provider Services Outreach Supervisor and Outreach Staff 
IME Bureau Chiefs 
IME Policy Staff  
Medicaid Deputy Director 
DHS Policy Analysis  
 

Performance Standards:   
N/A 
 
Path of Business Procedure:   

 
Step 1:  The MC sets a schedule to check in on all manuals once every quarter 

a. Stagger the schedule throughout the quarter so manuals are not being reviewed 
all at once to balance the number of manuals per Policy staff member and IME 
Bureau Chief providing approval 

 
Step 2:  The MC notifies Policy Staff that their manual is up for review 

a. Send an email to Policy staff and attach changes or comments received since 
the last review which relate to that manual 

b. Attach the most recent MS word version of the provider manual.  Currently, 
versions of the published manuals are located in the folder titled Provider 
Manual Revamp in the PROVSRV on DHSIME share drive   
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Step 3:  Policy Staff determine if manual changes are necessary  

a. Policy staff member does a fresh review of the manual and verifies that all forms 
referenced in the manual are currently being used 

1. If no changes are necessary and all forms are active, the Policy staff 
member sends an email to the MC with a copy to the IME Bureau Chief, 
Provider Services Unit Manager and Provider Services Account Manager 
within two weeks of being notified that their manual is up for review 

2. If changes are necessary and/or a form is obsolete proceed to Step 4 
 
Step 4:  Policy Staff make recommendations  

a. All changes, including comments, are to be made using track changes on the 
electronic copy of the manual sent by the MC.  Email recommendations/changes 
along with the electronic copy of the manual to the Provider Services Outreach 
Supervisor within two weeks of notice that the manual is up for review.  

b. Policy staff must ensure that referenced forms found in the manuals are still 
active.  If a form is found to be obsolete during the review, it must be so noted in 
the section of the manual in which it is referenced.   

 
Step 5:  The Outreach Supervisor assigns an Outreach staff member to make 
appropriate changes to the manual 

a. Outreach staff member formulates the verbiage for changes or additions by using 
track changes on the electronic copy of the manual sent by the MC to the Policy 
staff member and ensures changes are made throughout the manual 

b. Outreach staff have one week from the date the email was sent by Policy staff to 
make changes to the manual and return to the Policy staff member for input and 
approval 

 
Step 6:  The Policy staff member approves changes made in the manual 

a. The Policy staff member has three business days from the date the Outreach 
staff member sent the email requesting approval to respond stating that the 
changes are approved 

 
Step 7:  The Outreach staff member emails the approved manual to the MC 

a. Forward the approval email received from the Policy staff member along with the 
manual to the MC 

 
Step 8:  The MC reviews changes made to the manual 

a. Format according to DHS style guide 
b. Proofread for technical or grammatical issues 
c. Ensures that links are not broken and forms are active 

 
Step 9:  Prepare the Policy Approval and Distribution form, 470-0049 
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a. The MC will email the IME Bureau Chief responsible for the manual with an 
electronic copy of the manual and will hand deliver a completed paper copy of 
the form 470-0049 for signature 

 
Step 10:  IME Bureau Chief approves the manual changes  

a. IME Bureau Chief sends an email to the MC stating the manual changes are 
approved and delivers the Policy Approval and Distribution form to the MC 

 
Step 11:  The MC provides the Medicaid Deputy Director with the paper copy of 
the signed Policy Approval and Distribution for signature 
 
Step 12:  The Medicaid Deputy Director approves the manual changes and returns 
the signed Policy Approval and Distribution form to the MC 
 
Step 13:  The MC prepares the General Letter  

a. The General Letter template is found in the folder titled MANUALS in the 
PROVSRV on DHSIME share drive.  The letter summarizes the changes made 
to the manual  

 
Step 14:  Notify DHS Policy Analysis of manual changes 

a. The MC emails the Policy Approval and Distribution form, 470-0049, General 
Letter and manual to DHS Policy Analysis (ryeager1@dhs.state.ia.us) with a 
copy to the Provider Services Account Manager, Provider Services Unit 
Manager, Medicaid Deputy Director, IME Bureau Chief and Policy staff member 

 
Step 15:  DHS Policy Analysis reviews and publishes manual changes   

a. Any questions from DHS Policy Analysis regarding the changes will be emailed 
to the MC 

1. The MC will coordinate the review and approval from the appropriate 
Outreach or Policy staff member to obtain necessary approval if 
subsequent changes are made 

2. The MC emails the responses back to the DHS Policy Analysis for review 
and publishing 

  
Step 16:  The MC uploads the General Letter to the Iowa Medicaid Portal 
Application (IMPA)  

a. Once notification is received via the weekly email from DHS Policy Analysis  
regarding DHS Rule and Manual Changes, the MC uploads the General Letter to 
the Iowa Medicaid Portal Access (IMPA) system -see operational procedure 
PRV-Outreach Processing Informational Letters for direction on how to upload to 
IMPA  

  

Forms/Reports:   
Policy Approval and Distribution form, 470-0049 
General Letter 

mailto:ryeager1@dhs.state.ia.us
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RFP References: 
N/A 
 

 
 
 
Interfaces:   
Provider Services Manuals Coordinator (MC) 
Provider Services Outreach Supervisor and Outreach Staff 
IME Bureau Chiefs 
IME Policy Staff 
Medicaid Deputy Director 
DHS Policy Analysis  
 

 
Attachments: 
Form 470-0049 
General Letter Template 
Process Map 
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